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After you have charged the items to the patron’s record, do the following:

Write the time that the book is due on the blue “Reserve Material Due Date” slip inside the cover of the book. (Ex: For most books it is two hours.) If the item is an instructor reserve and is available to go overnight, ask if they want it overnight and modify the due date to be 9:00 a.m. the next day the library is open if necessary. Please be sure to TELL the patron the due date and time. Since the fines are $1.00 per hour that the library is open and our textbooks are expensive, we must take extra care when communicating with our reserve patrons. If it is a telecourse or other reserve videotape or DVD, write the due date on the slip that is glued to the cover.

If the item is labeled “Library Use Only,” be sure to tell the patron and make sure the item is sensitized. You will see a red sticker like this on the front cover of the book (usually near the barcode).
If a patron wants to continue to borrow a reserve item after his/her due date and time, and other patrons have asked for the item, the first patron must return the book. This will give other students a chance to use the reserve item.

FOR BOOKS AND OTHER TWO WEEK ITEMS: Put a stamped orange due date card in the book and TELL the patron the due date. If they ask about renewals, they can renew by phone or on the Web up to three times if there are no holds on the items. Renewal information is on the back of the due date card. After the third renewal, patrons must bring the items back so we can discharge them, look at them to make sure they are not damaged, and charge them to the patron again.
If it is a faculty or staff member, they get the green due date slip and a longer loan period. You may ask faculty members how long they would like to keep materials, as they may need them for a class. Be sure to modify the due date accordingly.

Desensitize the book(s) or videotape(s) and give them to the patron. Audiotapes are not sensitized.
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To check-out (charge) a book to a patron:


Click on the “Charge” button. Scan the patron’s card and you will see his/her name come up.
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Now you can scan the barcodes on the books. They will appear as you scan them. Check the due dates and make sure they do not need to be modified (i.e., an article, video, or a special item).





Here you can see that the first item is a RESERVE item. It is due two hours after the check-out time. (Remember: reserve items are NOT checked out to public patrons. This is being used as an example only.)





The second item is a general circulation book, so it is a two-week loan.
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For Reserve Items:





For General Circulation Items:
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